ERaCA

Expenditure Reporting and Cash Application for Education Centers




Purpose of ERaCGA

AAIl 21st Century Community Learning Center grantees
are required to submit expenditure reporting and cash
requests through the Expenditure Reporting and Cash
Application for Education Centersapplication (ERaCA)

AERaCAis a web based application used by Non-LEA
units to processexpenditures and cashrequests.

AThe systemgives Non-Unit LEAsthe ability to:

ASubmit Expenditures

AVerify Submissions

ACheckFunds Requirement Dates

AVerify Balances



Prerequisites

ANCID

Alf you do not have an NCID click on the following link and registirs://ncid.nc.gov
ANon - LEA units are granted a grant througbi@éntury
AFunds are allotted

Log into ERaCA: https://schools.nc.gov/eraca

ERaCA - Expenditure Reporting and Cash Application for Education Centers

’ ERaCA - Expenditure Reporting and

Cash Application for Education Centers

Password| | (" Login )

If you have forgotten your username or password,
Flease go to the NCID website, hitps:/incid.nc.gov, to retrieve/reset your login information.

This is a closed site. Access ig restricted to authorized school and LEA personnel. If you have been assigned a username and
password, enter them appropriately to proceed to the site.

All information entered into this system may be viewed by authorized personnel in your local school system and by
the North Carolina Department of Public Instruction.



https://ncid.nc.gov/
https://schools.nc.gov/eraca

Log_g ng IIRoCA Ex ndnur;eR%%tmmE

.‘ ERaCA - Expenditure Reporting and

Cash Application for Education Centers

1. Enter NCID username ‘
2. Enter NCID Password Usér Name |

3. Click Login button Password | (oom)

If you have forgotten your usermname of password
Piease 9o 10 the NCID website, niips Jincid nc gov, 10 retnevelreset your iogin information

This 1s 3 closed site. Access is restncted 10 authonzed school and LEA personnel If you have been assigned 3 usemame and
0assword, enter them appropriately 10 proceed 1o the site

All informabion entered into this system may be viewed by authonzed personnel in your 10¢al school system and Dy
the North Carolina Department of Public Instruction.
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Welcome
{DPI)

ERaCA System Welcome Screen

*#**The ERaCA system is 2 web-based application designed to automatically process expenditures and cash requests, for all Non-LEA units. The system will allow the non-units to view financial reports, previously submitted requests and see available balances online. The system eliminates the need for the manually entry process, which
increases data integrity and ensures the timely processing of all submitted requests.

For additional system suppor, visitthe NCDPI Financial and Business Semvices website by clicking this link

https:fwww.dpi nc.govidistricts-schoals/district-operations/financial-and-business-senicesischool-district-finance-operations/education-centers-eraca,
[fyou have any problems while using the ERaCA system, please contactthe support center by submitiing a ticket through the ServiceNow Portal at:
https:incgov.senvice-now.com/sp_dpi or by calling 919.716.1840 M-F Tam-dpm

For additional support, regarding budget and financial information (i.e. program start date, budget amendments, budget approvals, available balance discrepancies, dollars per child, purchase requirements, etc...) contact your designated program consultant by clicking the following link
https:Mwww.dpi nc.govidistricts-schaalsffederal-pragram-manitoring/21 st-century-community-learning-centers#21 st-colc-directory/

If you have any questions regarding your request, please check the help screen first. If the answer to your question is not on the help screen, please send an email with ERaCA as the subject to systems_accounting@dpi.nc.gov and your question will be routed to the appropriate section, please include your Non-Unit number in the
email.

Please make sure you review the following reports on a monthly basis:
JHA305 - Budget Balance Reconciliation Report
JHAI4EG - Cash Balance Report (ooth Month-to-date and Year-to-date sections)

NOTE:

DPI processess expenditures each weekday at 3:00 PN exceptfor holidays. All request submitied after 3:00 PM will be processed the following day.
You cannot submit another requestfor the same PRC until your first request has been processed

PLEASE NOTE:

« All information entered / viewed using this system may be viewed by NCOPI and authorized persannel in your local school system.
« DO NOT share your user id or password with anyone

« Wake sure you log out of the application completely when your computer is unattended or when you have finished using the system



Entering Expendiitures

Click on the Expenditure Tab

Welns I TVRUREICN PO R iy Subetied Dsts | Fepiets | Mansgs Pemsieins | Ades [ PRC U EnstieTiesils by

rome » ExpendturetCash feguent Daty Ertry

Federal Programs
ExpenditareCash Request Data Entry S<resn
s e 1. Clickonthe drop down box and select the
ionsmins TR T Eew . appropriate Program Report Code associated with
Program Repor Cooe || 047 - Delngusnt Yiout® in SLa0e Agendy Fat ey VJ e Fund - Feoecsl expendlture.
S o Enter the dollar amount of the expenditure.

- B nig (Onfy Submised ACCOUNEE]
After entering the expenditures, click the save

Wn

Account Desenption AccountCoge ¥ Expenditure
Remechal & Suppd HA12 - Cortracted Senices sogaran [ ] button.
e o1 ey Tty 4. You may not enter an amount greater than your ATS
Rermecial & Suppl K12 - Employer's Soc Sec - Reguiar 533047211 or ATD amount.
Rt & Suced K12 - Satary - Teatnes 330047121 _
rowi(s)1-Saf 5
Gance ) Swes |
Expendiiure Todad for Program ; 04T Toml - 0,00

5 Apmond ;53484 3TS. 14

ATE
LA T
A% = ~ash Request Amound - $0000 °

L
amount - 5354 375,14

Note: DPI processes expenditures each weekday at 3:00 PM except for holidays.
All requests submitted after 3:00 PM will be processed the following day.

You cannot submit another request for the same PRC until your first request
has been processed.




Submitting) Expenditures

Click on the Expenditure Tab

Mome > [xpecdtwe/Cash Request Date Lray

Data Updated/Saved Successtully! X
Federal Programs

Expendature Cash Request Data Entry Screen

Vrwiiiene € aporntiture Osta € vy topery Batwweitont Duts . Reperts | Maly

Date 031142010

€71 | 2071-0Mce of Juvensie Justite ¥

it — : 1. After saving the data you will get the following
ram RapesCoc e ea message Data Update Saved Successfully

Suome

g ey e N oA T =~ 2. The submit tab will only become active after the
e o A sy e data have been saved.
C - Employers Lfe insurance Cost  5210-044.235 s2%598 . . .
EC - Woskshop Exp/Aowabie Trawl £210.044312 31500 3. Verify all expenditures and cash requestis correct
s oiaeahen peast before clicking submit.
EC - Supplies and Materials £210-044-411 $98.6% A . .
——r 4. Click the submit button to send the expenditure and
T, —ae cashrequestto DPI.
S enciture Toty) tae Program . 044 Tely $77185
ATS Amount: $4.456.42 e
Regeest Cash :' ::: cash Reguest Amount $7718%

o Sdan 42

Note: DPI processes expenditures each weekday at 3:00 PM except for holidays.
All requests submitted after 3:00 PM will be processed the following day.

You cannot submit another request for the same PRC until your first request
has been processed




Confirming Expenditures

Click on the Expenditure Tab

mmm:—mmm Repuaiis Mg

Fome » DxpendbareCass Reguest Dats Endry » Subel Exgenditune Cosfrmation

"YES"

. You will not b abie o make any changes bo this reguest i you cick
Al youl Buné you Wl B2 Submi e Ballswang sapenditunes and cadh reguest’

Federal Programs G
Expenditure/Cash Requast Data Enlry Screen

Deate 051420170

Uini Numibar - 204
Fiscal Year: 2010
Program Requss! Code - 044

Acoount Code b | _
EC - Salary - Tuloe E210-044-143 550085
EC - Employeds Life insurance Cost | S210-048.238 52458
EC - Werkshop ExplAllowable Travel 5210:044.312 5100.00
EC - Tiwe! Rewnbutiemant 52 8. 52 4l &7
EC - Supples and Materals E210044-411 59848
el 1 -5l

Expangitune Tolal for Program - a4 Tl : §TT1.85
ATE Amount © 34 48842

RequestCash Y Cash Rasguest Amoust - 5TT1.85
ATD Amount 54 488 43

ho, Dont Subma__| Tas, Submil Aovs Expendiures | e

Transmissions will only B prodessed once & MO B dach program repod code (PRCH

N =

Please read carefully

Verify all information is correct. If changes need
to be made, seleai b 2 = 5 2 vy UYou willdzo
be given the opportunity to make corrections.

If everything is correct, click, Sa > { dzo Y.
and the request will be sent to DPI.




Correcting Expenditures

' Click on the Expenditure Tab

mm-n-ﬁmm Rpuaans Mg

Hewree v EnpendbereCash Requeesd Dain Eniny

Federal Programs

Expenaitard Cash Raguast Data Entry Soreen
Drate | 053142070
var | 207-0Mce of Junanile JEsice w

sCal vear | 200
pef Code | Odd - IDEAV-B CRpacty Bulldieg Sndl Imgideimesnl

Teld |

Account Coce & |
EC - Salary - Tuter S210-048-14] 50085
EC - Employer's Life Insurance Cost £210-044-228 S2892
EC - Warkishop Exp/allcaable Travel S210-0448-312 $100.00
EC - Traved Rudmbursamant S210-044-332 S45.57
EC - Supples and Matenals B210-Ouddi-d11 0445

rrwal1-5af §

dg] COR ACOpunts Lo J Baraw
gram 044 Todal £7TT1.8%
AT Ampunt 5448842
RequesiCash = T Coun Requestamousi-|  STT1ES
Mo
amount $4,486.42

Hote: DP| processes expenditures each weekday at 3:00 PM except for holidays.

All requests submitted after 3:00 PM will be processed the following day.
You cannot submit another request for the same PRC until your first request
has been processed.

If youselectd b 2 = 5 2y you will dzo
be brought back to this screen to make
changes.

You must seleat & I &it&r énaking
changes before you cana dzo Ypilaied
data




Confirming Data Successtully
cmorkRmiited. —

o w Engesatu et Begorat Dats By

Submaited AMa SUCCHESRIE! !

Foderal Programs G

Exppviiirliane Cash Regues] Danta Eslry Screen

Crade - 5120200

ottt (0GR bt ke @ 1. 1 FOGSNI 48t 80GAy3 &, 8asx |
message

Fragram Regort Code | | 0dd - IDEA ¥I-B Capacly Buiiding and ks owiment L

Asgonml Coe &
EC - Salary - Tuter £210-0488-142 SH00LEE

fooumrfaw  _|mwewns e 2. Reminder:DPI processes expenditures each
€5 Wk St T, 1 il weekday at 3:00 PM except for holidays.
EC - Supplies and Matenais £210-084-411 598 05 All requeStS submitted after 3:00 PM will be
w1 tert processed the following day.
) You cannot submit another request for the
Vit o4 To: [ TGS same PRC until your first request

has been processed.

nO= YR e Raguest Amsent: | §7T188
L) Mg
T Armown - 54,458 43

Note: DPI processes expenditures each weekday at 3:00 PM except for holidays.
All requests submitted after 3:00 PM will be processed the following day

You cannat submit another request for the same PRC until your first request
has been processed.




Inquiry Submitted Data:

Click on the Inquiry Submitted Tab

=

Change the calendar month to the month you would like to view
LT &2dz KIgS adzo YA (G S Rdowrdzbxior LJ
see what was submitted in each PRC

Note your ATS and ATD amounts will NOT change until after youl
cash request has been processed.

The Fund Requirement Date will not be populated until DPI
process your request. Once DPI processes the request, the Fun
Requirement Date will show.




